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Appendix A - First Steps – Current Workflow Process

The following flow chart depicts the process used t o implement the Documentation Project. Each step is  called out in more detail
on the following pages.  
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Appendix A - First Steps – Current Workflow Process ( continued) 

Standardized Documentation and Charting Implementat ion Process 
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Step 1: Raise Concerns/Identify Needs
•Previous to 2003, discussions of 
standardizing data collection and forms 
redesign
•2003 - First Steps program decided to 
improve service module 
•2003 - Medicaid requested changes in 
standardizing services and collecting 
outcome based data

Step 1: Raise Concerns/Identify Needs
•Previous to 2003, discussions of 
standardizing data collection and forms 
redesign
•2003 - First Steps program decided to 
improve service module 
•2003 - Medicaid requested changes in 
standardizing services and collecting 
outcome based data
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 2: Consult on Documentation Issues
•2004 Established Project Teams: 
•Work Group Committee
•Project Staff: Project Manager and part-time 
Provider Participant (8 hrs/week for 6 
months 
•Advisory Group 
•Information Only Group 
•Other Stakeholders

Step 2: Consult on Documentation Issues
•2004 Established Project Teams: 
•Work Group Committee
•Project Staff: Project Manager and part-time 
Provider Participant (8 hrs/week for 6 
months 
•Advisory Group 
•Information Only Group 
•Other Stakeholders
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 3: Refine Issue with 
Documentation
•Advisory Committee Identified 
–Project Expectations
–Project Goals
–Project Concerns

Step 3: Refine Issue with 
Documentation
•Advisory Committee Identified 
–Project Expectations
–Project Goals
–Project Concerns
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 4: Set up Agency Meeting
•Invited providers to Charting and 
Documentation Project Initial Overview 
Meeting
•Providers provided samples of charts to 
be considered for the forms redesign
•Post updates on First Steps website

Step 4: Set up Agency Meeting
•Invited providers to Charting and 
Documentation Project Initial Overview 
Meeting
•Providers provided samples of charts to 
be considered for the forms redesign
•Post updates on First Steps website
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Appendix A - First Steps – Current Workflow Process

The following flow chart depicts the process used t o implement the Documentation Project. Each step is  called out in more detail
on the following pages.  
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Step 5: Project Overview Meeting
•Providers attended project kick-off meeting
•Conducted work sessions
•Set up First Steps Newsletter
•Began research on electronic charting systems 
in other states
•Began requirements for electronic charting 
system
•Set-up First Steps Program Advisory Group 
(PAG)
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•Conducted work sessions
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•Began research on electronic charting systems 
in other states
•Began requirements for electronic charting 
system
•Set-up First Steps Program Advisory Group 
(PAG)
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 6: Review agency 
sample charts
•Received provider 
sample forms for 
consideration in new 
forms

Step 6: Review agency 
sample charts
•Received provider 
sample forms for 
consideration in new 
forms
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 7: Draft new forms
•Work group develops draft of new 
forms based on sample charts, data 
requirements, and risk factors 

Step 7: Draft new forms
•Work group develops draft of new 
forms based on sample charts, data 
requirements, and risk factors 
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 8: Review draft sample 
documents 
•Coordinators sent draft forms for 
review and comment 

Step 8: Review draft sample 
documents 
•Coordinators sent draft forms for 
review and comment 
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 9: Send Comments 
•Providers were to review the draft 
forms against their processes and 
provide feedback on changes at 
their discretion

Step 9: Send Comments 
•Providers were to review the draft 
forms against their processes and 
provide feedback on changes at 
their discretion
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 10: Revise Documents
•Based on sample charts and 
provider feedback, revised draft 
forms into final format

Step 10: Revise Documents
•Based on sample charts and 
provider feedback, revised draft 
forms into final format
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 11: Set up training on new 
forms 
•First Steps State Team developed 
training on new forms
•Contacted county leads regarding 
training
•Posted training notice on website and 
newsletter

Step 11: Set up training on new 
forms 
•First Steps State Team developed 
training on new forms
•Contacted county leads regarding 
training
•Posted training notice on website and 
newsletter
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 12: Request 
training 
•Providers were able to 
request training on new 
forms at their discretion

Step 12: Request 
training 
•Providers were able to 
request training on new 
forms at their discretion
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 13: Training on new 
forms 
•Providers received training 
from the First Steps State Team

Step 13: Training on new 
forms 
•Providers received training 
from the First Steps State Team
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 14: Set up Exception 
Process 
•First Steps State Team 
administered exception 
process

Step 14: Set up Exception 
Process 
•First Steps State Team 
administered exception 
process
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 15: Exception Process 
•Providers who could demonstrate 
a compelling business need that its 
charts and system collected the 
same data requirements in the new 
forms were given exceptions to 
using the new forms.

Step 15: Exception Process 
•Providers who could demonstrate 
a compelling business need that its 
charts and system collected the 
same data requirements in the new 
forms were given exceptions to 
using the new forms.
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 16: Request 
Exception
•Providers provided 
justification for exception 
to the new forms

Step 16: Request 
Exception
•Providers provided 
justification for exception 
to the new forms
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Appendix A - First Steps – Current Workflow Process ( continued)

Standardized Documentation and Charting Implementat ion Process 
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Step 17: Implement new 
forms 
•January 2006, providers 
required to use new forms

Step 17: Implement new 
forms 
•January 2006, providers 
required to use new forms
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Appendix B

Focus Group and Teleconference Participants
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Appendix B - Focus Group and Teleconference 
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